A s the end of the year approaches, occupational and environmental health nurse managers have an opportunity to highlight the accomplishments of their organizations over the previous 12 months. Whether an annual report is requested or required, it is a task that will bring visibility and recognition for the contribution made to employees and the corporation.
WHY SHOULD AN ANNUAL REPORT BE WRITTEN?
An annual report should be written to: • Accent the impact of the Occupational Health Service (OHS) on employee health. • Quantify the cost savings and loss reduction brought about by the activities and interventions of the OHS. • Demonstrate trends in areas such as types of work related illnesses and injuries. • Emphasize the flexibility and preparedness with which the OHS managed emerging or unexpected health and safety issues such as a new law, an environmental emergency, or an outbreak of a disease. • Compare the scope of services, amount of resources used, size of population, and complexity of work with previous years. • Highlight exceptional ccomplishments, commendations, or awards received by individual members of the OHS staff.
• Demonstrate the significant contribution made by the OHS to the community as representatives of the corporation.
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WHAT SHOULD AN ANNUAL REPORT CONTAIN?
Most annual reports begin with a letter from the occupational and environmental health nursing manager or director of the department. At a very high level, this letter serves to set the stage for the report that is to follow. The manager may
Charts and graphs are effective ways to quickly and succinctly communicate large amounts ofinformation.
want to take this opportunity to identify parallel initiatives between the department and the larger corporation. Emphasizing "quality" or "service" engages the reader and establishes an upbeat tone for the remainder of the report. This opening letter may also be used to point out challenges faced by the department (i.e., new technology within the corporation, incorporating health services to employees acquired in mergers and acquisitions, establishing health resources for a more mobile workforce).
Including the company policy statement on health, safety, and environment establishes the framework for the activities and direction of the OHS. Many annual reports "show-case" this portion by making the typeface bold and using borders or a different font to highlight its importance and significance to the report.
The goals and vision established by the OHS for the current year should always be included. This demonstrates a well conceived business process based on a thorough understanding and anticipation of the needs of employees and the corporation. Including departmental goals also provides a basis for evaluating success during the year.
A summary of financial status, including the amount spent on operations, programs, staffing, and supplies is very informative. Citing the cost per employee for health and safety within the corporation may also be useful. Both sets of figures can be brought into context by comparing them to other costs (i.e., declining workers' compensation, the cost of days lost to illness or injury).
The most substantial portion of an annual report is devoted to demonstrating the changes in levels and impact of services for the current year to as many previous years as possible. This is where the reader will look to answer the question, "How did your organization make a difference this year?" Including charts depicting the rates of certain types of illnesses or injuries compared to national or industry rates can be very effective. Any major activities including large numbers of employees and reflecting management commitment to health and safety are excellent additions to this list. Form atting the annual report is an important con sideration. Corporate culture influences the design and layout of the report. In a more convent ional company, a relatively conservative scheme is appropriate. However, a less traditional work setting allows the nurse to use creative techniques, colors , and other visual effects .
In either case, the use of photograph s is highly recommended. Actual photographs of programs implemented, training conducted, staff interacting in the community or conferring with employees in a work env ironment add per sonal interest to a report. A word of caution-remember to get permission from any individual s included in a photograph before publishing it. Also get permis sion from supervisors if shooting photos in a work setting.
Charts and graphs are effective ways to quickly and succinctly communicate large amounts of information. Several presentation software packages are available that allow even novice computer user s to easily develop professional looking graphic s. Care should be taken to limit graphics to meaningful data presented in combinations that provide the reader with a frame of reference or comparison. • Duration of disability cases from the current to previous years. • The number of disabilitie s accommodated compared to previous years.
Occupational and environmental health nursing managers frequently demonstrate the impact of an intervention, such as training, by charting the growing numbers of employees trained along with the rate of a particular type of event, such as back injuries (see Figures I and 2) .
The conclusion of an annual report is very important. For those individuals who look to the last section of any document before reading the main sections, this section is crit-
WHAT IS THE TIMING FOR AN ANNUAL REPORT?
Planning for the annual report should start at the beginning of the year. Capturing the details of significant events can occur as they happen , or at least monthly. The practice of generat ing a comprehensive monthly activity report helps promote collection of material that becomes part of the annual report.
Distribution of the annual report usually occurs during the first quarter of the following year. Thi s allows final calculation and analy sis of data from a full year and retrieval of data from other sources such as the benefits or human resources departments. See the Sidebar for tips for annual reports.
Frequently, occupational and environmental health nursing managers are requested to present the annual report of the OHS at high level management meetings. This is a great opportunity not only to increase the visibility and highlight accomplishments of the department, but also to inform decision makers about the trends in health and safety impacting their employees and their business. With appropriate company approval, the report may then be distributed as widely as possible and practical.
The annual report is a vehicle by which the health services manager summarizes the significant contributions made by the OHS over the course of a year. When presented in a thoughtful, professional manner, it can be a highly effective marketing tool.
In appreciation to the Health, Safety, and Environment department of Dade Behring, Inc. for sharing their excellent annual report with the author. 
Tips for a Highly Effective Annual Report

